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This is your log in screen.  You will begin by entering your unique user name, password, and 
domain. Your user name will be assigned to you, your password is of your own choosing; however, 
it must be at least 8 characters and include at least three of the following criteria:   
 

• Upper case letter 
• Lower case letter 
• Number 
• Symbol 

 
 

IT IS A SECURITY VIOLATION TO SHARE YOUR USER NAME AND 
PASSWORD! 

 
 
The domain is always bf200lnk.  The system is not case sensitive with the exception of the 
password. 
 
Please note the default password is HHss0000.  (Those are zeros and not the letter o).  This will be 
the first password you use and then you will change it to your own unique password.



03/20/2009  Page 3 of 28 

 
 
 
 
Your next screen will be similar to this.  You will only have the 2 blue icons.  Yours will be labeled 
Vital Records ERSII – Ext and Vital Records Training – Ext. 
 
The other 2 icons give me ability to shadow what you are doing in the event you are having issues.  I 
will never do that without your prior approval.   
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Your ability to change your password is easy – just click on the yellow key.   
 
For security purposes the system will prompt you to change your password 
every 90 days. 
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When changing your password enter your old password, then the new password you selected, retype 
the password to confirm it.  Click ok. 
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This screen will pop up to let you know that you are using a government computer system.  What 
this means is that all of your records are stored on the state’s server.  In the event your computer 
crashes, is stolen, etc. your records are not lost.  Once your new computer is set up, all of your 
records will be restored. 
 
Just click ok here. 
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You will only see this screen if you have more than one location.  If you do just select the location 
you want to work with by clicking on the drop down. 
 
Make sure this location is the one you want to work with. 
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Occasionally, we will broadcast messages to you.  Please make sure you read this information. 
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The picture of the 
Meadowlark (state bird) is 
on the production side – 
ERS II.  This is where you 
will want to be if you are 
actually working on a 
record. 

For training purposes you 
will work with the ERS 
Training icon.  This side 
will have the Great Seal of 
Nebraska. 
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Begin a record by selecting File, New, and Death. 
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If you are not sure 
if the physician or 
county attorney / 
coroner are using 
the system, select E 
here, go to the 
certifier tab…. 

On this screen, select 
physician, county 
attorney or coroner on 
the certifier type then 
look for their name.  
The names are in order 
of first name.  If the 
name is here you can 
continue as an E or 
electronic document.  
If not, change the E to 
a P on the decedent 
tab.  Once you have 
completed all of the 
information, print the 
legal document and 
take to the appropriate 
person to complete the 
medical cause of death. 
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Begin entering the decedent’s information.  Various edits are in place in the system.  They will pop 
up if you enter something incorrectly.   

• If there is a true alias, check the alias box.  You can enter up to three aliases.  Please do not 
enter a nickname in these boxes.  

 
• If the date of death is not known, you will enter N in that field.  This prompts the system to 

place the word “found” on the certificate in the date of death field.   
 

• If the decedent does not have a social security number, fill the field with 9s. Ex: 999-99-9999 
 

• Notice the facility’s address fills in automatically – you don’t have to type it in. 
 



03/20/2009  Page 13 of 28 

 
 
If the decedent died at home, the residence information will prefill from the information entered in 
the place of death – you don’t have to type it.   
 
Once you have completed the last field on the screen, the system will automatically take you to the 
next screen for you to complete.
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On the decedent history tab, enter the information as requested.  Please note the spouse’s last name 
is her maiden name as is the mother’s last name.   
 
If you know the person was in the armed forces but you do not know the date, you can enter 9s in the 
fields you do not know.  Example:  you know the person entered in January of 1942 but you do not 
know the day, enter 99 for the two digit date field.  If you know the year but not the month or date, 
enter 99 for the two digit month field and 99 for the two digit date field. 
 
If the informant is the spouse, you will enter her married name in the informant field. 
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If more than 
one funeral 
home is 
involved, 
please list 
the one 
starting the 
record in the 
first 
position.  
You have 
the option to 
check “Do 
Not print on 
Certificate” 
if you do not 
want it 
printed on 
the 
certificate. 

List the other 
funeral home 
in the second 
position.  
This will 
allow both 
funeral 
homes to 
have access 
to the record  
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The ethnicity question and the race question are separate questions and sometimes confusing.  
Ethnicity relates to the ancestry of the decedent (French, Irish, German, etc.)  Race refers to basic 
characteristics such as skin color, eye color, etc.   
 
Using myself as an example:  

• I am half French and half English - that is my ethnicity.   
• My skin color is White – white is my race.  However, I could be half French and half 

English and have black skin – my race would be black.    
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The embalmer can electronically sign the record after the body has been embalmed.  Please note that 
the date signed, embalmer’s name and license # automatically fill in according to who is signed on.  
The user name drives what signature is put here. 
 
Do not mark the record complete until you have received information back on the medical cause of 
death.  This will allow you to have continued access.   
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A note can be placed on the record by following these steps: 
 

1. Go to the Action tab 
2. Select “Show Notes” (Under the Action’s tab) 
3. Click on “New” 
4. Type your note in the opened box 
5. Click on Save 
6. Click on Close 
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To print a copy for your records, select office copy legal size or office copy letter size.   
 
You can also print the cremation permit from this screen.  The county attorney can electronically 
sign the cremation permit if (s) he is using this system.   
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The cremation permit may be reviewed and printed by clicking on the request tab and clicking on the 
“Permit for Transit or Cremation.”   If the county attorney is using this system, (s) he can place his 
or her signature electronically on the record.  Once this is done you can print the permit by clicking 
on the print icon.   
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Make sure to notify the certifier by their preferred method that you have put a record in their queue.  
For your convenience we have listed their phone number, fax number, and email address. 
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To review the record: 

• Select one of these four options to change the size of the document 
• If everything is ok you can print by clicking on the print icon 
• If you do not want to print at this time you can close out by clicking on the close button or 

the X 
 
 

 
 
 



03/20/2009  Page 23 of 28 

 
 
You can search for the record at any time by clicking on search and death.   
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Enter enough information on this screen to identify the record you are searching for. 
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Double click on the record or highlight the record and click display to bring the record up.  From the 
search option you can print or review the record. 
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If you have any questions, please do not hesitate to call: 
 
 
 
 
Questions on what to put in a field: 
 
 Debra Firman, Nosologist……………………….402-471-0912 
         Christine Noren, Nosologist……………………..402-471-0912 
 
 
 
Questions on how to enter a record: 
 
 Help Desk Phone…………………..…………...402-471-8275 
 

Jackie Fairbanks, Registration Supervisor………402-471-0919 
         Jerry Fischer, Program Analyst………………….402-471-0916 
 Joe Boone, Applications Support………………..402-471-0210 
          
 
 
To Order Safety Paper: 
 
          Peggy Jordan…………………………………….402-471-0914 
                Or email vitalrecords@dhhs.ne.gov 
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State Holidays 
 
New Year’s Day       January 1 
 
Martin Luther King, Jr. Day     Third Monday in January 
 
President’s Day       Third Monday in February 
 
Arbor Day         Last Friday in April 
 
Memorial Day       Last Monday in May 
 
Independence Day       July 4  
  
Labor Day        First Monday in September 
 
Columbus Day       Second Monday in October 
 
Veteran’s Day        November 11    
 
Thanksgiving Day        Fourth Thursday in November 
 
Day after Thanksgiving      Friday following Thanksgiving 
 
Christmas Day       December 25 
 
 
 
Note: If the holiday falls on a Saturday, then Help Desk staff and Vital Records staff are not 
available on Friday. If the holiday falls on a Sunday, then Help Desk staff and Vital Records staff 
are not available on Monday.   
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Sample Letter to Physicians 
 

Your Funeral Home Name 
Funeral Home Address 

Funeral Home City, State, Zip 
Telephone: 402-xxx-xxxx 

 
 

            Nebraska Department of Health and Human Services, Department of Vital Statistics, is in the 
process of automating the filing of Nebraska death certificates.   YOUR Funeral Home(s) of CITY, 
Nebraska is (are) ready to generate death certificates from the state’s electronic system.  
            This death record was prepared electronically via the web accessing the Nebraska 
Department of Health and Human Services Electronic Death Registration software (ERS II). 
            The process has been used since 2006 and requires some training of office staff but also 
recognizes the hectic schedules of physicians and their medical staff, as well as funeral homes, and 
attempts to address related issues.  It potentially gives licensed physicians the flexibility to process 
their portion during a period that best meets their needs.  
            When your office or clinic is ready to learn more about this electronic system and would like 
to eliminate this paper document, contact the Nebraska Vital Records office at 402-471-0919 and 
ask for Jackie Fairbanks, Training Coordinator.  
Anticipated benefits… 
Electronic delivery to your office – no more postal delays. 
Flexibility – choose the time and place that works best for you. 
Secured system – qualified physician can review, sign and electronically return the certificate in just 
a few minutes. 
Web access – if you can log on to the internet, you can complete and return a certificate. 
 
 
 
 
 
 
 

 


